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Process: 7.2 – 7.4  Competence, Awareness and Communication
Process Owner: Senior Leadership Team, Human Resource Management, Division Managers, Department Managers and Department Supervisors are responsible for maintaining and carrying out the requirements of this process.
Process Description: To determine and maintain the competence and awareness of our employees, and effectively communicate relevant information in support of quality management system requirements.  
Process Inputs: QSM, QAM, Job Descriptions, customer-required training, Employee Change Requests, Training Committee meetings, quality management system requirements: ISO9001, ISO17025, AS9100, IEC80079-34, 2011/65/EU, 10CFR21 and 10CFR50 Appendix B.

Process Measurements: Internal, external and Certified Technician Program auditing results, Policy Deployment metrics.
Output / Records: PE003 Forms, Employee Training Report, Training Database information, Certified Technician Program records, Production Technician Training, internal and external training certificates, Policy Deployment Spreadsheets and their resulting actions taken including improvement plans.  

Responsibilities: 

1. The Training Committee and Department Managers/Supervisors are responsible for identifying and evaluating employee training needs and then scheduling applicable training to meet those needs.  It is the Training committee’s responsibility to evaluate and allocate resources for training needs. 

2. The Department Manager/Supervisor is responsible for assessing the training needs of their employees.

3. Trainers are responsible for providing on the job training (as needed) and assuring training records are generated and forwarded to the Human Resources Department.

4. The Human Resources Department is responsible for maintaining employee job descriptions, qualifications, internal and external employee certifications and other training records.  Department Manager/Supervisors ensure accurate and current job descriptions.

5. The Department Manager/Supervisor is responsible for informing Human Resources of changes and/or updates to identified training requirements

6. The Human Resources Department is responsible for conducting employee new hire orientation training and for acquiring and coordinating the resources (internal or external to PCB Piezotronics, Inc.) for conducting other required training.

7. Training records are maintained by Human Resources.

8. Department Manager/Supervisors are responsible for ensuring proper training is completed for the transferred employee before the transferred employee performs any work.

7.2) Competence
1) PCB has determined the necessary competence of our employees performing work that affects the performance and effectiveness of our quality management system.  In the event the necessary competence is acquired externally, the effectiveness of the acquisition is evaluated for effectiveness through periodic performance review.  Job Description requirements define the required knowledge and parameters for each job title and detail the training and experience required to perform the job.  If employees do not meet the minimum requirements, their equivalent experience or other rationale is documented and retained in the employee file.    
2) Newly hired employees receive the "New Hire Orientation Program" training (PE02) coordinated by the Human Resources Department. This orientation includes at a minimum: presentation of the Employee Guide, Job Description, Safety Information, 10 CFR 21, and the Confidentiality Agreement Employee Notice.  The PE002 Orientation Checklist is completed to record orientation activities. The new hire also reviews the relevant Training Program for their respective job classification maintained in the Human Resource Training Database.  Any significant training achievements prior to hire are recorded on the employee’s application or resume and are stored in the employee’s HR file.

2.1)Upon completion of the new hire orientation training, the employee will also complete the Quality System Overview training program.  The Quality System Overview training program is maintained in the HR training database.  Training is conducted and documented on the PE003 PCB In-House Training Record Form. 
2.2) Upon completion of new hire orientation training, the employee will complete their training per the documented training program required for the respective job position, as maintained in the training database.  Training new or revised documents shall be in accordance with PE01 and PE1015 (see also procedures PE1008, PE1019, PE1020 and PE1021).   
3) Training Committee (QA001) provides approved training methods per Training User Guide PE1021.
4) The Human Resource department informs Managers/Supervisors/ Training Committee (QA001) of required training due via a distributed report produced from the training database.  The Human Resource department may also provide trainers with a PE003 form that will indicate which employees are identified as requiring training.
5) Required training to special processes, workmanship standards, assembly and/or calibration work instructions are outlined in the  TA30 Production Technician Training & Qualification Program and TC01 Calibration Technician Training and Qualification program.  Monitoring of continued competency and training effectiveness is conducted through the Certified Technician Program (CTP) QA17, Certified Operator Audit Process - Machining Center MS02, and annual employee evaluation through use of the PE012 and PE016 Employee Appraisal Forms.
6) Employees transferred from one department to another, must be trained and qualified to the program for that job description prior to performing any work affecting quality; see Training for Transferred Employees PE03.  Supervisors are responsible for completing PE015 Employee Transfer Notice.  The Human Resources Assistant, according to the new position title, will update the employee’s training program.
7)  Evaluation of necessary competency of employees, as a means for continually improving training needs and job description requirement parameters, is documented and demonstrated through actions taken addressing outputs from Certified Technician Program (CTP) QA17, machine shop Certified Operator Audit Process (MS02), and/or TA30 Production Technician Training & Qualification Program, and/or internal and external audit outputs.  Department Manager/Supervisors are provided results of these continual improvement programs for evaluation of training needs regarding competency of current staff as well as identified deficiencies.  Department Manager/Supervisors review employees with unsatisfactory performance, as required, and document the deficiency and subsequent corrective action in the applicable corrective action record (e.g. Human Resource employee file).

8)  Employee files consisting of records for training, education, skills, experience, job descriptions, and letters of authority are maintained by the Human Resource Department per CS002 Document Index.  
9)  Periodic eye examinations for relevant manufacturing, test, and inspection personnel are in accordance with the Annual Eye Test Process PE04. 
10)  When training is obtained from sources outside of PCB Piezotronics, Inc., certificates or letters indicating attendance are forwarded by the Department Manager/Supervisor to the Human Resources Department for the employee's file.
7.3) Awareness
 1) PCB’s quality management system ensures that persons doing work under our control (either at our facilities or through a purchase order) are aware of our quality policy “Total Customer Satisfaction”.  All personnel must be aware of how their functions contribute to the documented quality objectives and our organizational goals.  Internal and external auditing periodically confirms effectiveness of this process.  Department Manager/Supervisors assure that scheduled training is completed using the periodic reports generated per PE01. 

7.4) Communication

1) The senior leadership team identifies internal and external information relevant for the effective operation of our quality management system.  The senior leadership team then determines what, when, how, with whom, and who will provide effective communication of the information.  Effective communication within the organization may take place through documented procedures, policy deployment, management review actions taken, organizational meeting minutes and announcements provided by the president and/or human resource department.  
Reference Documents: 

CS003, MS02, PE01, PE02, PE04, PE002, PE003, PE012, PE015, PE016, PE1008, PE1015, PE1016, PE1019, PE1020, PE1021, QA001, QA17, TA30, TC01, Training Database.

Unusual Conditions: N/A.
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